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This training is intended for 
Corporate adult foster care license holders 

and
Corporate AFC Background Study Contact Persons



Section 1:  DHS contact information 

Section 2:

 
Overview of the changes to Minnesota Statutes, 

Chapters 245C (Human Services Background Study Act) and 
245C (Human Services Licensing Act) relating to adult foster 
care background studies that become effective July 1, 2009

Section 3:  Overview of the Department of Human Services (DHS) 
background study requirements and process.  

Section 4:

 
Detailed instructions regarding use of the NETStudy 

application for initiating and tracking corporate AFC 
background studies and making payment for study requests 



1.    DHS CONTACT INFORMATION

NETStudy Administrator
DHS.NETStudyAdmin@state.mn.us (email address)

Regarding technical issues like:
-

 

anything computer related
-

 

password problems
-

 

problems logging in
-

 

background study information is incorrect

AFC Administrator
DHS.AFCBGS@state.mn.us (email address)

Questions relating to statutory requirements, policies & 
procedures such as:

-

 

who needs a study
-

 

what are disqualifying crimes and conduct
-

 

AFC contact person needs to be changed

mailto:DHS.NETStudyAdmin@state.mn.us
mailto:DHS.AFCBGS@state.mn.us


DHS CONTACT INFORMATION

Background Study Call Center
Phone # 651-296-3802

Division of Licensing website
www.dhs.state.mn.us/licensing

http://www.dhs.state.mn.us/licensing


2.  OVERVIEW OF CHANGES

Responsibility to conduct background studies for 
corporate and individual adult foster care (AFC)  and 
family adult day services (FADS) transferred from 
county agencies to DHS.  

Different process established for conducting 
corporate AFC background studies vs individual AFC 
background studies

Establishes a fee of $20 per AFC background study



TRANSFER OF AFC STUDIES TO DHS

Not a DHS initiative
Final version of bill didn’t contain a hoped-for 
effective date of January 1, 2010
Amendments in a budget bill, therefore become 
effective July 1, 2009



WHAT IF A BACKGROUND STUDY SUBJECT PROVIDES 
SERVICES AT MULTIPLE LICENSE PROGRAMS FOR ONE 
PROVIDER?
Except for child foster care and adoption agencies, when a license 

holder holds multiple licenses for programs licensed by DHS, and

 
a 

BGS subject will be providing services in more than one licensed

 program, only one background study is required when:

The license holder designates one individual with one 
address and phone number as the person to receive sensitive 
background study information (background study contact)

The designated background study contact is capable of 
determining, upon request of DHS, whether a BGS subject is 
providing services and if so, for which licensed program/at which 
location.

MN STAT §245C.07



WHAT IF A BACKGROUND STUDY SUBJECT PROVIDES 
SERVICES AT MULTIPLE LICENSE PROGRAMS FOR ONE 
PROVIDER?

If your program meets the requirements on the previous screen 
and one of your licenses is a waiver services license under 
Chapter 245B,  you may continue to submit your background 
studies under the waiver services license number.  

DHS will make no assumptions about your agency’s 
infrastructure.  

If it is your agency's intent to have a background study that has been 
completed under one license number also apply to one or more other 
licenses you must first inform DHS who the background study 
contact person is for each of those other licenses, so DHS has the 
correct BGS contact information in the record.

This applies whether the licenses are foster care licenses or waiver 
services licenses



WHAT IF A BACKGROUND STUDY SUBJECT PROVIDES 
SERVICES AT MULTIPLE LICENSE PROGRAMS FOR ONE 
PROVIDER?

EXCEPTION

If a background study subject will be affiliated with a licensed
child foster care program, an “Adam Walsh” background study 
is required.

Therefore, if one of the provider’s licensed programs is child 
foster care, a separate background study must be submitted in 
connection with the child foster care license.  



WHAT IF A BACKGROUND STUDY SUBJECT PROVIDES 
SERVICES AT MULTIPLE LICENSE PROGRAMS FOR ONE 
PROVIDER?

NOTE:
If you will be submitting background studies under 
a corporate adult foster care license number, 
please continue viewing the remainder of the 
presentation.



2.  BACKGROUND STUDY PROCESS

Definitions of commonly used terms

Explanation of background study requirements 
and process.



DEFINITIONS

Individual Adult Foster Care:
License holder resides in the licensed adult foster home

Corporate Adult Foster Care:
License holder does not reside in the licensed adult foster 
home

Background Study Contact  Person:
Person the agency designates as the person responsible for 
receiving sensitive background study information from DHS
Person is able to identify whether BGS subject is providing 
services and if so, for which licensed program(s) 



DEFINITIONS…CONTINUED

Continuous, direct supervision:  
individual is within sight or hearing of program’s supervising 
individual so that he/she is capable at all times of 
intervening to protect health and safety of persons served

Direct contact 
providing face-to-face care, training, supervision, 
counseling, consultation, or medication assistance to 
persons receiving services

Access
means physical access to people receiving services or their 
personal property without being under continuous, direct 
supervision



DEFINITIONS…CONTINUED

NETStudy
Web-based application that will allow county licensing 
agencies and corporate license holders to submit  
background study requests to the Minnesota Department of 
Human Services (DHS), and track the studies via the 
Internet.



WHO NEEDS A BACKGROUND STUDY?

Person(s) applying for a license
Current or prospective employees of applicant who 
will have direct contact  
Volunteers or student volunteers who will have direct 
contact with persons served unless under continuous, 
direct supervision
Persons newly affiliated with a  currently licensed 
Corporate AFC



A BACKGROUND STUDY IS ALSO 
REQUIRED…

on persons affiliated with currently licensed 
Corporate AFC homes at the time of relicensing

Once DHS has done a relicensing study on an 
individual for your licensed corporate AFC, it’s not 
necessary to submit studies in connection with 
subsequent relicensing as long as the person has 
remained continuously affiliated with the licensed 
program



WHY DON’T BACKGROUND STUDIES NEED 
TO BE REPEATED?  

§245C.05  requires that probation officers and corrections agents
notify DHS of an individual’s conviction 

if the person is affiliated with a program or facility licensed by 
DHS 

and 
the conviction may result in disqualification

In addition, we receive information related to new findings of child 
and vulnerable adult maltreatment each day.

If DHS receives new conviction or maltreatment information on a 
person for whom we've done a study, and it impacts his/her 
background study status, DHS will take the necessary action.  Your 
corporate AFC BGS contact will be notified if the person is 
disqualified.



3.  NETStudy
To create and track background studies in NETStudy you will need

 to have:
internet access (dial up or broadband)
a compatible browser

Internet Explorer version 6.0 or higher
Firefox version 2.0 or higher
Safari version 3.0 or higher

You will also need:
a “facility” ID which is your Corporate AFC license number
a user ID (assigned by DHS)
a password (assigned by DHS)

User IDs and passwords will be sent to your AFC BGS Contact  by DHS 
next week.  If you need to update that information, send an e-mail as 
soon as possible to DHS.AFCBGS@state.mn.us

mailto:DHS.AFCBGS@state.mn.us


WHO CAN CREATE A STUDY BY ENTERING THE 
REQUIRED INFORMATION IN NETSTUDY?

Method 1 – AFC BGS contact  can provide BGS subjects with a 
“self-pay” login ID that will allow subjects to enter their identifying 
information in NETStudy and pay for the study.  The study will then 
be routed back to the AFC BGS contact for verification of the 
information
OR
Method 2 - The AFC BGS contact can enter the information into 
NETStudy and pay for the study before sending it to DHS for 
processing

Please note: The background study contact person bears the 
responsibility for verifying that all information contained in a 
background study request is correct before submitting the request to 
DHS.



If the “self-pay”
 

user ID and password can be 
used by multiple BGS subjects, will a subject be 
able to view other people’s private data?

The “self-pay” user ID and password ONLY 
allows a BGS subject to log into NETStudy, 
enter the required information to request a 
study, and pay for the study.
Background study subjects cannot view anyone 
else’s private data in NETStudy. 



WHO SUBMITS THE BGS REQUEST VIA 
NETSTUDY TO DHS?

Regardless if the BGS subject enters their own 
info and pays for the study or the corporate AFC 
BGS contact enters the info and pays, the BGS 
contact will always be the one to submit the 
background study request to DHS for processing 
via NETStudy



VIEWING RESULTS

Who can view results in NETStudy:
The person you designate as your AFC BGS contact 
person

Can the BGS subject view his/her results in NETStudy?
No.  The BGS subject will receive written notice

What are the different BGS statuses?
There are a number of study statuses.  A PDF file of study  
statuses and corresponding definitions is available in 
NETStudy.  



ACCESSING NETSTUDY
To access NETStudy, go to :  

https://bgs.dhs.state.mn.us/a/Login.asp

The next screen shows the Login page for the NETStudy 
application.  A user (either the BGS subject or your corporate 
AFC BGS contact) will need to enter:

a facility ID #
a user ID 
and a password

The facility ID # for:
a relicensing study is the license # of the adult foster care program
a new license holder # will be assigned by the  Licensing Division.  

The user ID and password for each facility ID # will be sent to you.

https://bgs.dhs.state.mn.us/a/Login.asp


NETSTUDY LOGIN PAGE



METHOD 1 –
 

BGS SUBJECT ENTERS INFO AND 
PAYS FOR STUDY

BGS subject will see the following screen after log-in

After reading instructions, individual will click :  :  ““Begin Creating Your Begin Creating Your 
Background StudyBackground Study””..



PRIVACY NOTICE SCREEN
This screen will display a privacy notice.  After the subject reads the 

privacy notice, the individual will click the button on the screen 
titled “Next Tab” (at the end of the privacy notice)



Subject must enter the required information 
NOTE:  optional fields marked with asterisk

Subject will click on “Next Tab” button to proceed

GENERAL INFORMATION SCREEN



The reason the City field comes after the State field is because

 

DHS maintains a list of 
all the Minnesota cities and townships.  The city will need to be chosen from the 
dropdown box.

NOTE:  “State”

 

defaults to Minnesota

Subject will click on “Next Tab” button to proceed

ADDRESS SCREEN



List any other name(s) by which the BGS has been known by.  There 
are two fields for other first names and five fields for other last names.  
If more are needed, your BGS contact person should contact the 
NETStudy Administrator via e-mail – 
DHS.NETStudyAdmin@state.mn.us include the facility ID # and BGS 
request #

OTHER NAMES SCREEN

When done with data entry, click “Create Study” button to proceed

mailto:DHS.NETStudyAdmin@state.mn.us


CONFIRM  STUDY REQUEST SCREEN

The individual will receive a screen showing all of the 
information that he/she entered.  

The individual has 3 options:
“Delete Study Request” – the BGS subject will be asked to confirm 
that they want it deleted
“Edit Study Request” – the BGS subject will be able to make the 
necessary corrections
“Pay For Study” – after the BGS subject verifies that the information 
entered is correct, they will be directed to the US Bank website
(titled -DHS Web Payments).  

*The next screen shows the Confirm Study Request 
Screen.



CONFIRM STUDY REQUEST SCREEN



US BANK WEBSITE SCREEN – 
TITLED “DHS WEB PAYMENTS”

The individual should click on the “Pay without Registering” button.



What happens after the BGS subject enters the 
required info and pays for his/her study?

After payment has been accepted, the 
background study subject will receive a 
confirmation number from US Bank.  Their 
background study has been accepted and 
their transaction is complete



What happens after the BGS subject enters the required info 
and pays for his/her study? (cont.)

After the fee for the background study has been paid, the study will be 
visible to your corporate AFC BGS contact person under the 
“Verify/Submit Background Study Requests”

 
at the NETStudy Main 

Menu (see below). The AFC BGS contact person will need to verify

 that information the subject entered is correct before submitting the 
study request to DHS.



There are three payment options:
Paid – this means the background study subject entered in their 
information in NETStudy and paid for their study.  Before this study can 
be submitted to DHS for processing, the information entered must be 
verified by the corporate adult foster care BGS contact 
Payment failed – this means that a background study subject entered 
in their information in NETStudy, but was unsuccessful in making
payment at the US Bank website.  The study will not be able to be 
verified.  A new study will need to be created and payment made.
Payment in process – this means that a background study subject 
created a study and is in the process of making payment.  Payment 
must be made right after entering the information needed to create a 
study.  Once payment has been made, the status will change to either 
paid or payment failed. 

* Please note that the ability to verify or delete depends on the payment 
status. 

* The next screen shows the Verify/Submit Background Study Requests 
Screen.

Verify/Submit Background Study 
Requests



In order to verify that the information entered is correct, click on “Verify”

 

for any study 
in the “Paid”

 

status.  If the information is incorrect, the corporate AFC BGS

 

contact 
will be able to edit/correct the information.  

Verify/Submit Background Study 
Requests



Once the corporate AFC BGS contact person views the information in the “general”, 
“address”

 

and “other names”

 

tabs and confirms the information entered is correct, 
click on the button titled, “Submit Study”.  The following screen will appear:

Verify/Submit Background Study 
Requests



* AFC BGS contact should print this page for their records.

Verify/Submit Background Study 
Requests



METHOD 2 –
 

CORPORATE AFC BGS CONTACT 
ENTERS INFO AND PAYS

AFC BGS contact will log in to NETStudy
To create a new background study, click on the button 
titled: “Create Background Study Requests”
Your corporate AFC BGS contact is responsible for 
providing a  privacy notice to the background study 
subject
AFC BGS contact enters the required information 
regarding background study subject
AFC BGS contact must verify that the information 
he/she enters is correct



After information has been entered and the “Create Study”
button has been clicked, you’ll receive the following pop up 
message:

The study will be visible to the AFC BGS contact person in the The study will be visible to the AFC BGS contact person in the ““Make Payment and Make Payment and 
Submit StudiesSubmit Studies””

 

main menu option.main menu option.

Method 2 cont.



In order to make payment the AFC BGS contact, has to go into 
the “Make Payment and Submit Studies”

 
main menu option.  

Click on the  “Make Payment”

 
button to be directed to the US Bank 

Website –

 
titled DHS Web Payments.

Make Payment and Submit Studies



It is suggested that the corporate adult foster care license holder register with the 
secure payment system.  To do so, click on “Register”

 

and follow the steps.  After 
payment has been made, the study will be visible in the “Review Results of Study 
Requests”.

US Bank Website – titled DHS Web 
Payments



After a background study has been 
created and paid by BGS subject (method 1) 
then verified by your AFC BGS contact

OR
created, verified and paid (method 2) by your 
AFC BGS contact

the study request will be sent to DHS to conduct 
the background study.  The BGS request will be 
visible to the AFC BGS contact in the “Review 
Results of Study Requests”

 
Screen.

Review Results of Study Requests



Options within the Review Results of Study Requests:
Clicking on the headers (examples: Request ID#, Name, 
Result Date, Result Status, etc.) sorts the list in A-Z or 0-
9 order.  
Clicking on the small “i” by the header named “Results 
Status” will give you a PDF list of study statuses and 
their corresponding definitions.
Clicking on a request ID # will give you a screen view of 
the study request information.

Please note:
 

Once a study has reached its final status, it will 
be visible on the site for 60 days.  After 60 days, the results 
will no longer be visible.

* The next screen shows the Review Results of Study 
Requests Screen.

Review Results of Study Requests



Review Results of Study Requests



Throughout the application there are “Help”
buttons.  These buttons have frequently asked 
questions and answers.

On the Main Menu Screen, “Important Notices” will 
be posted if there is ever a change to the 
application or to the law.

Extra Information
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